FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
Chapter 301—Travel Allowances

PART 301-11—ALLOWANCE FOR SUBS STENCE EXPENSES

SUBPART A—GENERAL RULES

Sec.

301-11.1 When does this part apply?

301-11.2 Am | eligible for an allowance (either aper diem allowance or ASEA) for subsistence expenses? |

301-11.3 Will FAA pay an allowance (either aper diem allowance or ASEA) for my subsistence expenses
if my officia travel is 12 hours or less?

301-114 Must FAA pay an allowance (either a per diem allowance or ASEA) for my subsistence
expenses?

301-115 What types of expenses does the allowance for subsistence expenses cover?

301-11.6 What methods may FAA use to pay the allowance for my subsistence expenses?

301-11.7 For travel other than extended stay travel what method will FAA use to pay the allowance for
my subsistence expenses?

301-11.8 For extended stay travel to anonforeign areawhat method will FAA use to pay the allowance
for my subsistence expenses?

301-11.9 For extended stay travel to aforeign areawhat method will FAA useto pay the allowance for
my subsistence expenses?

301-11.10 Will FAA pay me aper diem and ASEA on the sametrip?

301-11.11 Will FAA pay an allowance for subsistence expenses when my temporary duty assignment
lasts one year or more?

301-11.12 When does my eligibility for payment of subsistence expense begin and end?

301-11.13 Am | required to record departure/arrival dates and times on my travel clam?

Deter mination of Applicable Maximum Per Diem Rate

301-11.20 Where do | find the maximum per diem rates?

301-11.21 What is my “applicable maximum per diem rate”?

301-11.22 What is my applicable maximum per diem rate if lodging is not available at my temporary duty
site?

301-11.23 How do | get amaximum per diem rate increased for alocality within CONUS?

Sdlection of Lodging and Determination of Allowable Lodging Costs

301-11.40 May | stay in alodging facility of my choice?

301-11.41 What is my allowable lodging cost if | stay in conventional lodging?

301-11.42 What is my allowable lodging cost if | stay in Government quarters?

301-11.43 What ismy allowable lodging cost if | stay in nonconventional lodging?

301-11.44 What is my allowable lodging cost if | use commercial or noncommericial lodging facilities or
Government quarters and | share aroom with another person?

301-11.45 What is my allowable lodging costif | stay with afriend or relative?

301-11.46 What ismy alowable lodging cost if | stay in arecreational vehicle (trailer or camper)?

301-11.47 Wheat are not allowable lodging costsif | stay in arecreational vehicle (trailer or camper)?

301-11.48 Will FAA pay my allowable lodging costs?

301-11.49 How ismy allowance for subsistence expenses affected if | do not arrive at my lodging location
until after midnight?

301-11.50 How does FAA compute my daily lodging amount when | rent lodging on along-term basis?
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301-11.51 What types of expenses may be considered part of my allowable lodging cost when | rent on a
long-term basis?

301-11.52 What expenseswill FAA pay if | prepay my lodging costs and my TDY is curtailed, canceled or
interrupted for official purposes or for other reasons beyond my control that are acceptable to
FAA?

301-11.53 Must | pay State and local taxes on lodging?

301-11.54 Are State and local taxes on lodging charged on travel to anonforeign areaan “allowable
lodging cost” ?

301-11.55 Aretaxes on lodging charged on travel to aforeign areaan “alowable lodging cost” ?

301-11.56 How do | get an exemption from State and local taxes on lodging?

301-11.57 Must | obtain an exemption for State and local taxesif oneisavailable?

301-11.58 Does FAA have ageneric form to obtain State and local tax exemptionsin all taxing
jurisdictions?

301-11.59 Will FAA pay for lodging at two locations?

Payment of Subsistence For Rest Periods, Nonwor kdays, and L eave

301-11.70 May FAA authorize arest period for mewhilel am traveling?

301-11.71 Will FAA pay me an allowance for subsistence expenses on days | take leave while | am on
official travel?

301-11.72 Will FAA pay me an allowance for subsistence expenses on a nonworkday (weekend, legal

Federal Government holiday, or other scheduled nonworkday such as an alternate work
schedule off day) while | am on official travel?

301-11.73 How is my allowance for subsistence expenses affected if | am authorized to return home at
Government expense for nonworkdays as provided in § 301-10.6?

301-11.74 How is my allowance for subsistence expenses affected if | voluntarily return home for
nonworkdays as provided in § 301-10.6?

301-11.75 How is my allowance for subsistence expenses affected if | voluntarily travel to alocation other
than my TDY location, official station, or residence on a nonworkday?

301-11.76 Will FAA pay an allowance for subsistence expensesif | interrupt leave to travel to atemporary
duty assignment at alocation other than my leave point?

301-11.77 Will FAA pay an allowance for subsistence expensesif | must perform atemporary duty
assignment at my leave point while | am on leave?

301-11.78 Will FAA pay an allowance for subsistence expensesif | must interrupt leave to report to my

officia station ?

SUBPART B—PER DIEM —LODGINGS-PLUSMETHOD

Sec.

301-11.100 What will FAA pay me for my lodging costs under the lodgings-plus per diem method?

301-11.101 Will FAA pay me an amount for State and local taxes in addition to my lodging costs?

301-11.102 What will FAA pay mefor meals and incidental expenses (M&IE) under the lodgings-plus per
diem method?

301-11.103 What isthe applicable M& | E rate?

301-11.104 What M&IE rate will | receiveif ameal(s) isfurnished at nominal or no cost by the Government
orisincluded in the registration fee?

301-11.105 Will FAA reduce my M& I E payment for ameal(s) provided by acommon carrier or for a
complimentary meal (s) provided by a hotel/motel ?

301-11.106 How ismy per diem calculated when | travel across theinternational dateline (IDL)?

301-11.107 Must | itemize expenses to substantiate my claimed travel expenses?

301-11.108 Must | provide receipts to substantiate my claimed travel expenses?
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SUBPART C—PER DIEM —FIXED RATE METHOD

Sec.

301-11.200 Under what circumstances will | receive afixed rate per diem?

301-11.201 What will FAA pay me under the fixed rate per diem method?

301-11.202 What ismy “fixed rate” under the fixed rate per diem method?

301-11.203 How ismy fixed rate per diem affected if | stay with friends or relatives?

301-11.204 Will FAA reduce my fixed rate per diem for ameal(s) provided by acommon carrier or for a
complimentary meal(s) provided by a hotel/motel ?

301-11.205 How is my fixed rate per diem calculated when | travel acrossthe international dateline (IDL)?

301-11.206 Must | be authorized my fixed rate in advance of travel?

301-11.207 Must | inform my authorizing official before my fixed rate per diem isauthorized if | will not use
commercial lodging or Government quarters?

301-11.208 Must | stay in commercial lodging or another type of lodging which requires payment of an
allowable lodging costs?

301-11.209 Must FAA pay me my fixed rateif | perform the travel as authorized?

301-11.210 May | receive an additional amount if my fixed rate does not cover my subsistence expenses?

301-11.211 Will FAA pay me an additional amount for lodging taxesif | receive afixed rate under this
subpart?

301-11.212 May | keep the amount of the fixed rate which exceeds my subsistence expenses?

301-11.213 Must | itemize my expenses on my travel claim?

301-11.214 Must | provide proof that | used commercial lodging, or that | had to pay to use some other
type of lodging?

301-11.215 How ismy fixed rate per diem affected if | enter into along-term rental and return to my officia
station during nonworkdays?

301-11.216 How is my fixed rate per diem affected if | take leave for one half or more of your prescribed
working hours?

SUBPART D—ACTUAL SUBSISTENCE EXPENSES ALLOWANCE (ASEA)

Sec.

301-11.300 Under what circumstances may FAA pay mean ASEA?

301-11.301 What are “special or unusual circumstances’ that warrant payment of an ASEA?

301-11.302 What will FAA pay me under the ASEA?

301-11.303 What is the “maximum daily amount” that | may be reimbursed under ASEA?

301-11.304 Should | request reimbursement under ASEA before or after travel?

301-11.305 What will FAA pay if my expenses are less than the maximum daily amount?

301-11.306 What if my actual expenses exceed the maximum daily amount?

301-11.307 May my allowable lodging costs exceed 300 percent of the maximum lodging amount or my
M& | E exceed 300 percent of the applicable M& | E rate?

301-11.308 Must | itemize my expenses on my travel clam?

301-11.309 Must | provide receipts to substantiate my claimed travel expenses?
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SUBPART A—GENERAL RULES

§301-11.1 When doesthispart This part applies when you perform official travel away from your
apply? official station, within or outside CONUS.

§301-11.2 Am | digiblefor an Yes, if:

allowance (either a per

diem allowance or (@ You perform official travel and:

ASEA) for subsistence
expenses?

@

@

©)

4

®

Y ou are away from your official station, unlessyou are
performing an extended stay assignment and meet the
qualification for payment of per diem on days of leave
because you are in along term lodging arrangement and
meet all the required conditionsin § 301-11.71(b) of this part;

If you are stationed in the Washington DC area, your
temporary duty siteis:

() 25 milesor more from your residence; and
(i) 25 milesor morefrom your office;

If you are stationed in Atlantic City, New Jersey, your
temporary duty site must be 50 miles or more from your
official station;

If you are stationed in Oklahoma City, Oklahoma, your
temporary duty site must be 50 miles or more from your
official station; and

If you are stationed in any other area and the Regional
Administrator defines aradius broader than your official
station within which an allowance for subsistence expenses
will not be paid for a specified period, and you perform
official travel outside that broader radius within that period;

(b) Youincur subsistence costs while performing official travel; and

() Youareinatravel statusfor morethan 12 hours.

§301-11.3 Will FAA pay an No.

allowance (either a per
diem allowance or
ASEA) for my
subsistence expensesif
my official travel is 12
hoursor less?
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Payment of Subsistence For Rest Periods, Nonwor kdays, and L eave

§301-11.70 May FAA authorizea
rest period for mewhile
| am traveling?

§301-11.71 Will FAA pay mean
allowancefor
subsistence expenses
on days| takeleave
whilel am on official
travel?

(@ FAA may authorize arest period not in excess of 24 hours at
either an intermediate point or at your destination if al of the
following conditions are met::

(1) Either your origin or destination point is outside CONUS;

(2) Your scheduled flight time, including stopovers, exceeds 14
hours;

(3) Travel isby adirect or usually traveled route; and
(4) Travel isby lessthan premiumclass service.

(b) When arest stop is authorized the applicable subsistencerateis
therate for the rest stop location.

FAA will not pay an allowance for subsistence expenses on any day
you take leave for one half or more of your prescribed working hours
unless:

(@) Emergency travel isinvolved due to an incapacitating illness or
injury, inwhich case the rulesin part 301-30 of this chapter
govern; or

(b) You are performing an extended stay assignment, and all of the
following conditions apply, in which case FAA will pay 60
percent of the maximum lodging amount prescribed for your
temporary duty location while you are on leave;

(1) Your temporary duty location islocated in anonforeign
location;

(2) You procure lodging on along term basis (e.g., you sign a
lease for a period of time);

(3 You act prudently in renting on along term basis;
(4) You cannot break the lease or other rental agreement;

(5) You are charged lodging costs under the rental or lodging
agreement even though you are not occupying the quarters;

(6) You areauthorized afixed rate as provided in § 301-11.8 of
this part; and

(7) You provide FAA with proof that you are in alodging
arrangement which cannot be broken (e.g., proof the lodging
is procured on aweekly/monthly basis).
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§301-11.72 Will FAA pay mean
allowancefor
subsistence expenses
on a nonworkday
(weekend, legal Federal
Government haliday, or
other scheduled
nonworkday such asan
alternate work
schedule off day) whilel
am on official travel?

§301-11.73 How ismy allowance for
subsistence expenses
affected if | am
authorized toreturn
home at Gover nment
expensefor
nonwor kdays as
provided in
§ 301-10.6?

FAA will pay you an allowance for subsistence expenses on a
nonworkday unless you:

@

@

©)

Return to your official station or to the home from which you
commute to your official station;

Areinaleave status at the end of the workday before the
nonworkday(s) and at the beginning of the workday following
the nonworkday(s), and the period of leave on either of those
daysis more than one-half of the prescribed working hours for
that day; or

Takeleavefor al of the prescribed working hours since your
previous nonworkday.

Asfollows:

(@)

(b)

In asituation where you are performing an extended stay
assignment and you qualify for payment of per diem on days of
leave under § 301-11.71(b) of this part, the following rules apply:

(1) FAA will pay you an allowance for subsistence expenses
equal to 60% of the maximum lodging amount provided for
your temporary duty location while you are at your home or
official station; and

(2) Youwill be paid round trip transportation as provided in
§301-10.6 of part 301-10 of this chapter.

In al other situations, the following rules apply:

(1) FAA will not pay an allowance for subsistence expenses
while you are at your home or official station;

(2) FAA will pay an allowance for subsistence expenses while
you travel en route between your temporary duty station
and your home (first and last day of travel ruleswill apply);

(3) If you arereimbursed for your actua lodgings expenses on a
daily basis (under the lodgings-plus per diem method or
ASEA), your daily lodging amount will be adjusted as
provided in § 301-11.50 of this part by excluding the nights
you did not occupy the lodging because of your authorized
trip home;

(4) If you are paid afixed amount, therulesin § 301-11.215 of
this part apply; and

(5) Youwill be paid round trip transportation as provided in
§301-10.6 of part 301-10 of this chapter.
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§301-11.215 How ismy fixed rateper Asfollows:

diem affected if | enter
intoalong-termrental  (a)
and return tomy

official station during
nonwor kdays?

(b)

If you enter into long term lodging and qualify for payment of per
diem while performing an authorized trip home as provided in §
301-11.73(a) of this part asit relates to authorized trips home or §
301-11.74(a) of this part asit relates to voluntary trips home, then
you will continueto receive afixed rate payment equal to 60% of
maximum lodging amount prescribed for your temporary duty
locality on days when you return to your official station.

In all other situations, if you return to your official station, FAA
will not pay the fixed rate per diem while you are at your official
station whether the return travel isauthorized or unauthorized.
FAA will, however, consider authorized tripsto your official
station in determining your actual daily lodgings costsif you are
authorized afixed rate under § 301-11.200(a) of this part. You will
be expected to pay your lodging costs from the fixed amount you
receive while at the temporary duty site, so you should consider
the time for which you will not receive per diem in selecting your
lodging facility.

§301-11.216 How ismy fixed rateper FAA will not pay your fixed rate per diem unless you meet the
diem affected if | take conditions prescribed in FAATP § 301-11.71 of this part, in which
leave for one half or case, you will be paid asfollows:

mor e of your prescribed
working hours?

If you takeleave because: FAA will pay you:

Y ou have an incapacitating illness or injury Asprovided in Part 301-30. You will receive the applicable fixed rate
if you continue to reside in the lodging facility at the temporary duty
site that you occupied prior to contracting your illness or receiving
your injury. If you move to other accommodations, your per diem
rate will be adjusted as provided in Part 301-30 of this chapter.

Y ou are on a extended stay assignment and 60 percent of the maximum lodging amount.

meet the conditions of § 301-11.71 of this part
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SUBPART D—ACTUAL SUBSISTENCE EXPENSES ALLOWANCE (ASEA)

§301-11.300 Unde what
circumstances may
FAA pay mean ASEA?

§301-11.301 What are“special or
unusual
circumstances’ that
warrant payment of an
ASEA?

§301-11.302 What will FAA pay me
under the ASEA?

FAA may pay an ASEA for subsistence expenses when your per
diem allowance isinadequate because subsistence expenses are
unusually high due to special or unusual circumstances.

“Special or unusual circumstances” are events that cause the
applicable maximum per diem rate to be inadequate due to an
unforeseen rise in lodging rates or a requirement that you use high
cost facilities to accomplish your mission. Examples of “special or
unusual circumstances’ include the following:

(@ You necessarily procure lodging and meals at a prearranged
place such a hotel where a meeting, conference or training
session is held;

(b) You travel to an areawhere subsistence rates have escalated for
ashort period of time during special functions or events (e.g.,
missile launching periods, international or national sports events,
world’ sfairs, conventions, natural disasters); affordable lodging
accommodations can’t be obtained within areasonable
commuting distance of the TDY location; and transportation
costs to commute to/from the less expensive lodging facility
consume most of or all of the savings achieved from occupying
less expensive lodging;

(c) Because of special duties of your assigned mission you
necessarily incur unusually high expenses such asto procure
superior or extraordinary accommodations including a suite or
other accommodations for which the charge is well above that
which you normally would incur; or

(d) You necessarily incur unusually high expenses when your
assignment requires you to accompany another employeein a
situation as described in paragraph (c) of this section.

FAA will pay:

(@ Your actual lodging, meal, and incidental expenses not to exceed
the “maximum daily amount”; and

(b) When you travel to anonforeign area, your State and local
lodging taxes regardless of amount. FAA, however, will only
pay the amount of taxesthat relates to reimbursable allowable
lodging costs. FAA will not pay State and local taxes related to
allowable lodging costs in excess of the maximum daily amount.
FAA will prorate State and |ocal taxes based on theratio of the
reimbursabl e allowable lodging cost over the total lodging cost.
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